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Tips and Tricks (¥)

A. When a document is routed for approval, Approvers receive a To Do item that displays in the My To Do’s
Widget. If there is only 1 document to approve, click on the Approve Document link in the Action column to
open the TIFF image for review.
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To reject the document:

Review the entire document by clicking 1. Click Reject
the arrow icons and either click Accept 2. Enter the reason for rejecting
or Reject as needed. 3. Click OK
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To Accept the document:

while at intake. Seen for medical, denied issues at this time. p
Medical-
A2 e e v 40 snconeivnsa 2 — continas to senitor 2. Type your
Psych- continue tx with
oA and psychosi d
passwor
Assessnent t and Plan choic Verify Password X pun)

aduission

Substanca Abuse reviewad?

3. Click OK
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B. If there are 2 or more documents to approve, click on the Sign tab on the My To Do’s Widget and click on the
Undock icon. Maximize the widget to review all documents.
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- Accepted Documents

The Sign tab allows the Approver to review documents in the widget and Accept or Reject the document. All accepted
documents are moved to the Accepted Documents frame of the widget. Once all documents are either accepted or
rejected, the final approver can Sign All (enter their password once) for all Accepted Documents.
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Review each document:

1. Select the client

2. Review the entire document
by clicking the arrow icon

3. Click Accept or Reject as
necessary
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The To Do item is automatically removed from the My To Do’s list.
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client selected;

1. Click Reject
Enter the reason for
rejecting

3. Click OK.

To reject the document, with the

The document is routed back to the author who receives a To Do item with comments indicating the reason for rejecting
the document.

To accept the document, select the
client and click Accept. The document
moves down to the Accepted
Documents frame of the widget.
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Sign all documents. Click Sign All,
enter your password and click OK.

Accepted Documents

Client Document
LINCOLN,ABE History and Physical Exam
PETTY,TOM History and Physical Exam

If a document is accepted, and the reviewer decides not to sign after all, select the client and click Remove. The

document is removed from the Accepted Documents panel and placed back in the top portion of the widget to review
and/or Reject as needed.
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